FOR

TDOT

SUPERVISORS

DASHBOARD

e [ransportation

Employee Onboarding

gp\f TDOT

Department of

*Please Refer to the TDOT Human Resources
onboarding webpage for more information about this

process, with helpful contacts, resources & checklists.

n Phase 1 - Prepare

START DATE

START DATE

and learn more

All Activities Pre-Start Date

START DATE

First Day(s) / First Week(s)

Verify & Complete
I-9 Form
(By 3" Business Day)

*CREATE INDIVIDUAL
PERFORMANCE DOC.

L] Pha

Interim
IPP 1

PARTNERS

FOR HEALTH

Schedule a Meeting

with Agency Benefits

Coordinator

(*Regional Employees

will cover benefits
options in NEO)

Interim
2 Annual

Help the employee set up W-4
and direct deposit
information in Edison (Main
Menu-HCM-Employee Self
Service-Payroll and
Compensation

New Employee
—_— 4 Orientation: P
ZJ -Watch Orientation
I Video
>
Review TDOT —_—
policies and send
a copy ?f t.he Sign Up for Class
employee’s signed
acknowledgment Trainin
statement to your mg
HR Analyst Salendar

A LC First Month(s) / First Year


https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjdvvact5DTAhVX3mMKHVkaB4gQjRwIBw&url=https://www.tn.gov/tdot/article/tdot-logos&psig=AFQjCNFnd-6EflA1WF5om9ivMqE869wdEQ&ust=1491588746229264
http://www.tn.gov/tdot/section/human-resources-home
https://www.iconfinder.com/icons/969260/form_planchette_questionnaire_test_icon#size=128
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwif1ODPzJLTAhUE9WMKHYAjBZcQjRwIBw&url=https://www.iconfinder.com/icons/917645/affidavit_agreement_business_contract_pen_sign_signing_icon&psig=AFQjCNFBtcmOQ6n2Ms5NIw-1kl7TLq6_pA&ust=1491663209586911
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwif1ODPzJLTAhUE9WMKHYAjBZcQjRwIBw&url=https://www.iconfinder.com/icons/917645/affidavit_agreement_business_contract_pen_sign_signing_icon&psig=AFQjCNFBtcmOQ6n2Ms5NIw-1kl7TLq6_pA&ust=1491663209586911
https://www.iconfinder.com/icons/290118/card_id_identification_identity_profile_icon#size=128
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi_gJCG75LTAhVE3GMKHc_TCM4QjRwIBw&url=https://tseaonline.org/partners-for-health-biometric-screening-deadline-just-around-the-corner/&psig=AFQjCNGeW-NyoyDFzwm79USnjTLb-t06GQ&ust=1491672441257043
http://teamtn.gov/assets/entities/hr/attachments/Acceptable_Use_Policy.pdf
http://teamtn.gov/mvm/topic/mvm-shuttle-routes)
http://teamtn.gov/stream/article/stream-parking-request-id-badge-request
mailto:jacob.rychen@tn.gov?subject=New Employee ID Badge Request
https://www.uscis.gov/i-9
mailto:Marlene.K.Holland@tn.gov?subject=New Employee Benefits Orientation
https://sso.edison.tn.gov/psp/paprd/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
http://intranet.tdot.tn.gov/humanresources/forms/NewHirePacket.pdf
https://www.youtube.com/watch?v=oDKguL_8UlM
http://tn.gov/tdot/topic/tdot-human-resources-learning-development
http://tn.gov/hr/topic/performance-management
https://www.youtube.com/channel/UCNXrg_GZZAgi3-H94THUiHg
http://tn.gov/tdot/topic/tdot-human-resources-learning-development
http://tn.gov/assets/entities/hr/attachments/12-050rev3.17_Mandatory_Learning_and_Development_Workshops.pdf
http://tn.gov/hr/article/pm-training

